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1 Introduction

SinceOctober 10, 2001the Regasys Automated Disbursemets (AD) subsystemhasbeen
disbursing a prtion of GS A @gaymerts. This user guide providesstep-by-step irstructionsfor
usesonhowto enter and interpret disbureng rdated nformation ondoaumerts, view queries, eter
schedulenformation from Treasiry, cancelpaymerts, crege marual paymerts, andrun repats.

Futuredisbur@ment nformation will be digributed through e-mall bulletins, news flashes, andthe
Pegasy/s welbsite.
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2 Payment Document Information

Pegas/s payment doamerts contain manypiecesof disbursig relaedinformation that ingruct the
system how andwhento disbursepaymerts.

2.1 What Disbursement Information is entered on the Payment Form?

TheDisbursinginformation pege (Figure 1) on invoice and pgment doamerts providesvaluable
disbursemat information. The nformation onthis page will default onto invoicesand cqy forward
to paymerts, usudly requiring no chages.

Figure 1. Payment Authorization Form - Disbursing Information Page

Fixed Assets Office Addresses leader Accounting Lines temized Lines Disbursing Information
— General
Disbursing Method v
Disbursing Office
Eligible For PIR v

— Interagency Transfer Information
Type W Agency Location Code
Sub-level Prefix 4 Partition

Treasury Symbol 31 Disbursement Number

ATA AlD BPOA EPOA A
Short Key ~

MAIN SUB

— No Check Information

1 General (sedion)

o Disbursing Method - Indicates whether the payment is a No Check payment (i.e., a
payment whicthas been or will be disbursed by another system or entity), an Inter
Agency Transfer (i.e., a payment which will occur through a direct transfer of funds
between government agencies), or a Check/EFT payment that will be disbursed
through Pegasys.

o Disbursing Office - The code that identifies the office that will disburse the given
payment.

1 Inter-Agency Transfer Information (section)- When a Disbursing Method of Inter
AgencyTransfer is selected, this section is displayed onscreen.

0 Type- Can be either 1@8 1081, or IPAC.
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o Inter-Agency SubLevel Prefix - The unique code that is a component piece of the
Inter-Agency Treasury Symbol, representing a programmatic breakdown of the
account for Treasury publication purposes. The code is up to 2 characters long, in
numeric format. It is displayed at the beginning of the Treasury Symbol inside
parenthesis.

0 Inter-Agency Symbol-The billing agencyb6s Treasury
will be transferred.

o Customer BETC - Theeightcharactecode usd in the system tandicate the type
of activity being reported, such as payments, collections, borrowings, etc. This code
must accompany the Treasury Symbol and the dollar amounts in order to classify the
transaction against the fund balance with Treasury.

o Disbursement Nunber - The Treasurassigned number that identifies the direct
funds transfer (e.g., the SID81 number).

o PayeesALC-The Payeeds Agency Location Code.
o Payeeds DisbThesi Rgy®©éds cBi sbursing Offic

0 IPAC Schedule Date- The date the IPAC acity is scheduled to process. If left
blank, the system defaults to the document date.

1 No ChecklInformation (sedion)

o Disbursed By- The entity or system responsible for disbursing the no check
payment.

o Date- The date of the disbursement.

0 Check/Disbursemen Number - The check or disbursement number of the
transaction.

1 Check/EFT Information (section)

o Group Payments Flag- Indicates whether the payment is eligible for grouping with
other payments to the same vendor.

o Disbursing Model - Indicates whether the agcy disbursing office will disburse
this payment by printing its own check, or whether Pegasys will submit the payment
to Treasury for disbursement. In Pegasys, the Disbursing Model will always be
Treasury Disbursing.

1 Treasury/FRB Disbursing Information (section)

o Payment Category- The type of vendor beinggaid. Determines whethére
payment is subject to Treasury Offsets and as a result, defaults to Vendor. Other
valid value is Miscellaneous.

0 Line Code- Used to crosswalk user defined payment categotypte of vendor
being paid. Valid values are Vendor and Miscellaneous.

1 Check Type- Indicates the type of check selected. Sche@leup box)
o Payment Type- The type of disbursement method to be used QGleeck or EFT).
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Fiscal Year- Identifies the fisal year to which the item is assigned.

Category - The category of the schedule, derived by the payment type on which this
payment will be submitted to Treasury (e.g., ACH, Treasury Disbursed Check, etc.).

Type - The type of schedule on which this paymeiit ne submitted to Treasury
(e.g., Corporate or Personal).

Number - Identifies the schedule number to which the payment type is assigned.

Sequence Number Identifies the schedule sequence number to which the payment
type is assigned.

Manual Checkbox- Indicates that the payment will be submitted to Treasury on a
manual schedul8ection6.1

1 Agency Printing Infor mation (section)

(0]

Payment Category- The payment category. Determingletherthe payment is
subject toTreasury Offsets.

Line Code- Used to crosswalk category to type. Valid values are Vendor and
Miscellaneous.

Check Type- Indicates the type of check selected (for example, mailed, hand pick
up, comment card, etc.).

Agency Printing Information - Indicateswhether the agency disbursements office

will print a check for this payment using the automated disbursements process or
will use the manual check transaction to record a hand written check or print a check
on demand.

1 State Disbursing Information (section)

(0]
(0]

Payment Type - Thetype of disbursemert method to be used.

Mail Code - The mail code of the disbursemert information. Valid optionsinclude
Mail Direct, Poud to Post, Return to USDO, Special Handling and Save for Vendor
Pick-up.

USDO Bank - Indicates whether abank isa USDO bank, and may be used by the
Depatment of State to make payments from aU.S. Government bank accourt at the
bark. Defaukt is6 Fsa .b

1 Commentsto Print (section)

(0]

Lines 1-13- Any comments to be printed on the payment.

2.2 What does the Ryments Section Display?

ThePaymerts sedionis acceswle byscrolling down the HeadeAccourting Line page of the
paymentform. This section shavs valuable ifiormation, noted in Figure 2 andthedescrptions

below.

USDA
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2.3

Figure 2: Payments Section

Interest Reason w

Discount Lost Reason w

Improper Payment Reason W
Quantity 0.000000

Acceptance Date O

Delivery Date O

Interest Reason- A numeric code identifying the reason why the payment will incur an
interest penalty. This becomes a required field if Pegasys determines that the payment is
late, but will defaulin a code of "02 Finance Center DelayOther."

Discount Lost Reason A numeric code identifying why an available discount was lost.
This becomes a required field if Pegasys determines that the discount will be lost, but will
default in a code of "04Not Economically Justifiable."

Improper Payment Reason Indicates the improper payment code.
Quantity - The number of items or units.

Acceptance Date The date the purchased goods or services were accepted. This is copied
forward from the referenced m@pt or invoice to the payment.

Delivery Date - The date the purchased goods or services were delivered. This is copied
forward from the referenced receipt or invoice to the payment.

NOTE: After apayment is procesed andthe Schedule Date has beencalculated by Pegsys,
the cite isdisplayedin the Disbursing I nfor mation sectionlocaedbelowthe General
section noted previoudly.

How do | add Tax Lines to a Payment?

Taxlinescan beaddedio PgymentAuthorizations (1P), Third Paty Paymerts (TP), andOrders
(10). To entertaxinformation, users can naigate to theheader accauing linetab.Once seleting
a heaeér accaunting line,the ugr canchoosethe Tax Lineshyperlink. On theTax Linestab, ugrs
can usehe newwithholdingtypefield, as shavn in Figure 3, on alltaxlineswhich are asodated
with ataxing authority and areporting category to ensue proper pgmentand reporting.
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Figure 3: Tax Lines

Pegasys / Transactions / Accounts Payable / New Payment Authorization Header: 17 Manual Payment Authorization TEST NEW FULL FORM Header Accounting Lin
Header Fixed Assets Header Accounting Lines Itemized Lines Approval Routing Memos
Header Accounting Line Contracts Pay Tax Lines Associated Spending
Tax Line
Iltem 1 of 1
— General
Line Number 1 Original Accounting Period w

%k Line Type Withholding
Tax Disbursement Status v
Transaction Type

Related Cost Type N/A v

— Document Reference
Type Number Accounting tem Accounting Subline

.

o
4

.

b
4

17

Final

— Withholding Values Information

> Withholding Type

o

2.4 How doesPegasys Calculatethe Schedule Date?

At thetime apayment cbcument isprocessd, Pegas/s determinesthe mymerté Schedule Dee.
TheSchedle Dateisthedate onwhichthe pgment mt beselectedfor disburement in ordeto
be paidontime. Pegasys calculdesthis dae basedn severalfadors noted in Figure 4.

Figure 4: Payment Scheduling Calculation

# of Days Late
- in Returning -
Invoice

Dishursing
Lag

Schedule Base # of Payment
Date Date Days

1 Schedule Date The date Pegasys will begin the disbursements process in order to send the
payment to Treasy in time.

1 Base Date Determined by the entered or inferred Prompt Pay Type and based on trigger
date; either the date that the invoice is received or logged, the acceptance/ delivery date, or
later of the two.

1 # of Payment Days Specified by GSA; depeis on the prompt pay type or the negotiated
payment days entered on order.
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1 # of Days Late in Returning Invoice- Difference between the date the invoice shdalde
been returned to the vendor and the date the invoice was actually returned.

1 Disbursing Lag - The number of days it takes Treasury to disburse a payment (2 days).

241 What Other Factors affect the Schedule Date?

When scheduling a payment to be disbursed, Pegasys will also deck to see if there were any
disoount terms recorded on the order. Theseterms will copy forward to the payment and be dsplayed
in the Discount Termssection on the Header Accounting Line page. Pegasys will perform
calculations to determine if it iseconamicdly justified to take the discount. If so, thiswill be factored
into the Schedule Date calculation.

Figure 5 displays the fields where discount information is stored an the paymert.

NOTE: If apayment is nat subject to Prompt Pay laws, Pegaysfirst checksto seif there are
negptiated days on the order. Pegasys will also deck to seeif negatiated days have been set up for
the vendor. If nather isentered the payment will be scheduled for the payment document date.

Figure 5: Discount Terms Section

— Discount Terms
Days Percentage (%) Amount
0 0.000 $0.00
0 0.000 50.00
0 0.000 50.00

0 0.000 50.00

2.5 Is it possible to Change the Schedule Date?

Undercertain crcunstances,it maybecomeneaessaryto change the Schedule Date. It is possible
to change thedesignated prompt paycode orto erter a schedulelae manualy. There ardwo ways
to acomplishthis dependhg onthedesired atcome.

25.1 When is it appropriate to Change the Prompt Pay Code?

If yourintention isto aker thetermsof thecortract, it is possilbe to select aifferent Pompt Pay
type. Thiswill change the numler of daysin whichthevendormust bepad. If not paid bythat dae,
the paymentwill incur interest.

To change this code, locate theinvoice orpayment doaumentyou wish to alter. Navigate to the
Header Accounting Line page andocaethe Prompt PayTypefield. Selectthe Prompt Pay Type
hyperlinkto serchfor andselect an gmopriate Prompt Paycode. Succesfully [Verify] theform.
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NOTE: Forms in Held and Rejected status can be routed for review prior to submission. When
initiating a review, the form can be routed to one or more reviewehe Review Form Modal
Window. Reviewers then can enter comments and/or suggest changes to the form. Users can
accept/reject individual commentsreply to document a resolution. The Review Form Workflow
& Commenting QRGHttps://corporateapps.gsa.gov/applications/finaregigs/pegasysprovides
more details.

Oncetheform issuccesgully verified, selectthe[Submit] buttonto stbmit theform to Workflow
for approvalsor procesang.

NOTE: To set a Workflow Priority of Urgent when submitting a form for approval, select Submit
then Urgent.

2.5.2 When is it appropriate to Manually Change the Schedule Date?

It is possibleto change the Schedule Diaby manudly entering oneon the invoice, paymert, or
Undisbursed RanentQuery. This will instruct Pegasys to start dishursing the pament ornthe given
day, but notto incur interest util the dite desgnatedby the Prompt Paytype.If adateis enered,
warnings areissuedto ensue that pgmerts arenot disbusedtoo exrly or discourts are los

If a scledule daeis entered ontheinvoice (andhen copiedorwardto the paymentvia Automated
Match) orif the irterfaceenters aschedule dée onthe payment it createsin Pegasys, this date will
override any ther calculéed dite or defaults.

2.5.2.1 Howdol enter the Schedule Date on an I nvoice or Payment?

1. Credeor carecttheinvoice orpayment document for which you wishto erterthe schedule
date.

Complde the doement asusual.
Navigate to theHeaderAccouning Line age.
Scroll dovn to the Disbursing I nfor mation section.

Enterthenecesary Schedule D& inthe Scheldule Datefield. If thedate ertered is eght or
more dgs early, selectYesfrom the Earl y Payment Approval drop davn menu.

a kw0
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Figure 6: Entering a Schedule Date

— Disbursing Information

Schedule Date )
System-Calculated Schedule Date
Early Payment Approval v
Exclude from External Offsets

Exclude from Internal Offsets

6. Selectthe[Verify] button. Correct any errors reported on the form.

NOTE: Forms in Held and Rejected status can be routed for review prior to submission. When
initiating a review, the form cape routed to one or more reviewers in the Review Form Modal
Window. Reviewers then can enter comments and/or suggest changes to the form. Users can
accept/reject individual commentsreply to document a resolution. The Review Form

Workflow & Commenting ®G (https://corporateapps.gsa.gov/applications/financial

apps/pegasygprovides more details.

7. Oncetheform issuccessully verified, selectthe[Submit] buttonto stbmit theform to
Workflow for approvals or processig.

NOTE: To set a Workflow Priority of Urgent when submitting a form for approval, select
Submit then Urgent.

2.5.2.2 Howdol Changethe Schedule Date on the Undisbursed Payment Query?

1. SelectQueries- Automatedishbursemaits - Undisbursed PanentQueryfromthe Rgasys
menu lar. The UndsbursedPaymentQueryis displayed.

USDA Automated Disbursements Pegasy&User Guide Updatedune 2021 Page23


https://corporateapps.gsa.gov/applications/financial-apps/pegasys/
https://corporateapps.gsa.gov/applications/financial-apps/pegasys/

CGl Federal

Figure 7: Undisbursed Payment Query

Undisbursed Payment Query

Search Criteria

Schedule Date v [m] Vendor Approved v

System- v [m] Code T e Held ~
Calculated
Schedule Date Payee Name Rescheduled v
Disbursing Office g Disbursement in v
Disbursing Model Progress
isbursing Model ~
Document Group Payments ~
Schedule ~
Doc Type g
Category Y Manual Check v
Schedule Type v DO;; um;m w Revaluation ~
) umber Required
Security Org x4
Bank Account ~

Currency 7 Changed
Post Code iy

Last Modified By PAd

2. Enterthepaymentdocument numler in the Document Number field andSelectthe[Search
button.

NOTE: If thefull valueisunknown, enter a @rtial value andhe* wildcard ymbol before or
after thevalue enered. Thesearchresults will be displged atthe ottom of the age.

Selectthe paymentto berescheduld. Selectthe[Reschedui] button.
EnterthenewSchedule D& onthe Reschedlie page andSelectthe[ OK] button.
Theselet¢ed paymentwill now have the newSchedule Die.

o 0k~ W

Selectthelnbox hyperlinkin theLink Strip to return to yourinbox.

It maybenecesary when ertering a newSdedile Daeto enter anlnterestReason Coder a
Discount Lost Reasn Code dependig onthe newSchedule Dge. In addtion, if the new schedule
date will be norethan éght days before the prompt paydetermined scheduleate, thenthe Early
Payment Approal flag must bechedked. If anyof these senarioswill occur,follow these teps:
TheUndisbursed Ranent QueryDetail page is displayed.

1. Repeastepsl-2 aboe.

2. Selecttheappraqriate paymentrecordandSelectthe[Detail 5] button.
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Figure 8: Undisbursed Payment Query Detail

Undisbursed Payment Query Detail

1-10f 1results

Doc Type Doc Num

Actg Ln # Item Ln #

EF@Xar

Held Total Amount

O LP

LP2020042400056

1 0000

Reschedule | Approve | »» | Hold Release Hold | View Document History

Schedule Date
System-Calculated Schedule Date
Disbursing Office
Disbursing Madel
Schedule Category
Schedule Type
Security Organization
Currency

Post Code

Total Amount

Credit Amount

Payment Amount

04/29/2020

04/29/2020

LEASE

Treasury Disbursing v
ACH (CCD+/PPD+) v
Corporate ~

GSA

usb

$12,850.81
$0.00
$12,850.81

No $12850.81 5
10 per page v Page |1 of 1

Expand All Collapse All

3. IntheReschedling Information sedion, enterthe New Schedile Date andif necessay, enter
thelnterest ReasonCodeor DiscountLost ReasonCodeby Selecing the hyperlink and
searchng for andselkecting theappropriate code.

NOTE: If thenewschedule d& will be nore thaneight days before the prompt pay deermined
schedule de, usethedropdown menuin the Early Payment Apprwoal field and select Ye®
approve the earlypaymert.

4. Selectthe[Reschedli] button. Thenewdate will populae the Schedue Date field.

5. Selectthelnbox hyperlinkin theLink Strip to return to your inbox.

2.6

Accounts Payable Transactions Summary Tab

There are additiondields on the Summary tab of Accounts Payable transactibims.additional

fields allow users more flexibility to edit amounts on the Summary tab of a transaction and rids the

need to edit amounts on individual accounting or itemized lines. Among the field additions to the
Summary PagareApplied Credit, Applied Prgayment Amount, Holdback Amount, and
Suspension Amount. These fiela® also on theleader Accounting Lines and Itemized

Accounting Lines tabs for consistency (showrrigure 9 andFigure 10 below).

Figure 9: Itemized Payment- Header Accounting Line

Lifd Amaunes

Currant Amount

§0.00)

Applisd Prapayment Smaunt
[P T £1.00 Eblﬁ' AMDUNT 50,008
applisd Credr [T .-_-,.:,I Sudpandion AmounL 0. 00
Taxad §0uD0
withhalding Tax $0.00
Lite Amount Alar Withhalding §1.00
withhalding Tax Allewancae FOU00
Mat Total §1.00
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Ling SAmouftd

Payment

Figure 10: Itemized Payment- Itemized Accounting Line

Curmant Smpey

I..GL: ghag Credit

Agphad Prapayment Ameeas

$100.00 | Meldback Amaunt:

i,u.ﬂl;l

withhgldiog Tax
Ling Amaunt After Withhalding

‘withheldieg Tax Allowancs

et Total
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3 Disbursement®verview

Figure 11 showsthe procesthrough which Pegasys disbursepayments. Ddails abouteachof
thesestepsare included irthetable belav.

Figure 11: Disbursement Process Calendar

3-5 Business Days

Dey1 Day 2 Day 3 Cater Next Day
View the Payment Schedule Query
Undisbursed Selection Vendor Receives|updated with Treasurys] Viewthe EFT
Payments Qu Summary Report Payment Confirmation/Rejection | Paymert Query
* - ts Available Information
’ Payment :
Ur\tlt;::::d Selection Detail Disb'::lvgx:zonts Nightly Disbursements | View the Chedk
Payments Repont ::f:‘"b;: Cycle Runs Cycle Runs Query
View the
Payments : View the Prompt
. View the !
Amaiting Pay Detail
h
Replacement Sxhedite: uas Query
Query
bty Finance transmits Dnsc:::tLEo:tmed
Disbursements
schedule va ECS) Summary
Cycle Runs
Repor
Nightly Nightly
Disbursemants Disbursements
Cycle Runs Cycle Runs

Table 1: Disbursement ProcesPetails

Day | Step

Descaiption

1 Undisbursed Pgment

Query

The Undisbursed PaymentQuery displays undisbursedand
reschedul ed paymentaccounting lines, with each accounting line
within apayment dsplayedasits own line. For each payment
acourting ling thequery dsplays information such as the schedule
date, disbursing office, vendorcode, document type and number,
paymentamount, approva indicator,and agroup payment indicator.
As paymerts are disbursed theyareremoved fromthis query.

1 Undisbursed Pgymerts
Summary Report

The Undisbursed Payments Summary Report dispays thetotal
number of paymentaccounting lines and disbursement amounts for
all disbursemert officesperschedule date.

USDA
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Day | Step Desciption
1 Paymerts Awaiting The PaymentsAwaiting Replacementquerydisplays Check or EFT
Replacament Query paymerts that have been canceledfor replacement. The query
displays the disbursing office, trace number, payment date, schedule
category, verdor nane and pgment amount. Asthepaymentsare
diskbursed again, they areremoved fromthequely.
1 Nightly Every evening, aseriesof batch jobswill run. These jobs will select
Disbursemens Cycle | and group pgments and thencreate a Treasury Schedule.
Runs
2 Payment Section ThePayment Sdection Summary Report displays whatwill be
Summary Report contanedonthe SF1166 Report. This al ows usersto review alist
of paymentaccounting lines seleded for diskbursements in agiven
cycle. Thereportlists the appreriations from which each payment
Is to bemade as well as the total anount of payments perfund.
2 Payment Sdection The Payment SHection Detail Reportlists paymerts to bepad by
Detdl Repat Treasury. Each pagelists the payment documentlines within a
payment sequerce (i.e., eah Check or EFT payment) for each
schedule. Italso lists the ertire accounting distribution for each
payment document line.

2 Schedule Query The Schedule Query displays summary schedule information such
as the datesubmitted, numberof paymerts, ard total vouchered
amount. This query dso provides adetail ed list of al payment
documentlines included on the schedule, with the amount of each
paymert.

2 SF1166Report For each schedule, thereport lists theappropriations from which the
payment isto be madeby Treasury as well asthetotal amount of
payments perfund.

3-5 | Schedule Queryis Treasury confirmation or rejection of thesahedule is recordedhere.

Updaed
3-5 | Nightly After Treasury confirmation/rgjection informationis entered on the
Disbursemens Cycle | Schedule Quety, andher rightly cycle of batch jobswill run. This
Runs will updateall therecords on the schedule, populateseveralrepats
and if confirmed,thenightly cycle will populate the Check and EFT
PaymentQueries.

Next | Check/EFT Payment | The Check/EFT Payment Query displays summary information for

Day | Query individua paymens including the diskursing office, trace number,
paymentdate, schedue category, payeecode, schedule fisc year,
schedule type,andschedue number. A detailed list of all the
payment lines and amounts is also available.
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Day | Step Desciption

Next | Summary of Net The Summary of Net Outlays by Treasury Symbol provides

Day | Outlays Report summary totals of disbursamens madefor eat Treasury Symbol
for aspedfic month. The reporso liststotals for all Treasury
Symbols. Thereport displays disbursement amounts asnegative
numbers because they are stored as a credt to cash in the genera
ledger.Postive numbers represent areceipt of cash.

Next | PaymentHistory The PaymentHistory report displays each paymentdocument as

Day | Report well as each corresponding acocounting line for all paymentswithin
therangedefined by the rgort parameters.

Next | Disoount Earned and | Thisrepat lists thediscounts earnedandlost by GSA. Thereportis

Day | Lost Summary Report | groupedinto two sections. Thefirst secion shows the summary of
thediscounts earnedndlost by fund. It disgays theinformation for
thecurrentmonth and yearto-dae. The second section shows the
detail of each invoice that offereda discount and whether the
discount waseanedor lost.
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4 Disbusement Sps

Figure 11illudrates, the dislursementprocessoccus overa numler of days. Figure 12 shovs how
thestepsonthecalendir add ugo asuccadul disburserent.

This chaper providesinstructionsfor reviewing the Undisbursed Banent Quety, reviewing and
updaing the ScheduleQuely, andreviewing the EFT Payment Quely, EFT Query, Check Quely,
andthe Pompt Pay Quely.

Figure 12: Disbursement Steps

I View the Undisbursed Payments Queny I

I The nightly disbursement cycle runs |

I Schedule is transmitted to Treasury I

I Enter confirmation information from GOALS on the Schedule Query |

+ l The nightly disbursement cycle runs J

Schedule Query EFT Query Disbursement
is updated is Reports are
populated available

4.1 Reviewing the Undisbursed Payment Query

TheUndisbursed Ranent Querydisplays undisbursed panents aswell asrescheduled pgmerts
andany pagmernsthat hae beerrgected byTreasury. Undisbursed pgment recordsaregrouped
andviewed based otheir commonattributes(DocumentType, Document Number, Schedul@ate,
Disbursng Office, Verlor, dc.) sothat users may optionaly perform adions Reschedule,
Approve, Disapprae, Hold) onthese undistirsedpaymentrecordsasa i goy raharfhanbeing
requiredto applyadionsto all individual lines of anundisbursed panentdoamentthat sharethe
same attributes.

On the Undisbused PgmentQuery Detail page, each accauting line in apaymentis displayed as
itsown separte line. For eachacounting line, this page displays information such agheschedule
date, dsbursingoffice, vendorcode,doaumenttype andhumbe, payment amour, apgproval
indicaor, and agroup payment indic#or. As paymerts are disbused,theyareremovedfrom the
quety.

4.1.1 How do | View the Undisbursed Payment Query?

1. Select Queries Automated DisbursemertdJndisbursed Payment Query from the Pegasys
menu bar. The Undisbsed Payment Query is displayed.
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2. Enter the Schedule Date, Disbugsi@ffice, and Document Type in the corresponding fields.
Users may also search on Vendor Code, Security Org, Approved status (Yes or No), or any of
the other available search criteoptions.

NOTE: The Schedule Date is the date Pegasys will begin thardesnent process in order to
get the payment to Treasury in time. The nightly disbursing process selects eligible payments
with a schedule date two days ahead of the current date.

3. Selectthe [Search] button. The query results will be digpt at the botta of the paged clear
search criteriaSelectthe [Clear] button.

4. Select the payment record to review and tbedactthe [Details] button. The Undisbursed
Payment Query Detail page is displayed.

NOTE: Mostpayments onthis query will defaut to Approvedstatus. Hovever, some Rgion 7
paymertsthat are wer acetain dollarlimit mayneedto bemanualy approed. To dothis,
simply selectthe payments andSelectthe Approve buttonin the Undisbursed RanentQuely.
This processs explained in greger detail in thenext sedion.

4.1.2 What does the Undisbursed Payment Query Display?

TheUndisbursed Ranent Querydisplays undisbursed panents aswell asrescheduled pgmerts
andany pamertsthat have beerrgected byTreasury. Undisbursed pgment recordsaregrouped
andviewed based otheir commonattributes(DocumentType, Document Number, Schedul@ate,
Disbursng Office, Veror, dc.) sothat users may optionaly perform adions(Reschedie,
Approve, Disapprae, Hold) onthese undislrsedpaymentrecordsasa  réiugo, ratherthanbeing
requiredto applyadionsto all individual lines of anundisbursed panentdoamentthat sharethe
same attributes.

On the Undisbused PgmentQuery Detail page, each accauting line in apaymentdocument has
itsown line. For example:if apayment doament has$ accounting lines,thentheuserwill see 5
linesonthis page, onefor eachaccounting line. Each onef thoseaccourting lineshasthe ame
document numberin the Dowment Numberfield, with a dfferent number inthe LineNumberfield.
For each accounting line, this page displays information such asthe schedule d&, disbursig office,
vendorcode, document type and nmbe, payment amount, appraval indicator, and agroup payment
indicaor.

Paymerts canbe aproved or dispproved diretly from the UndisbursedPaymentQuery, without
going into the Undisbursed PanentQuery Detail page. Usng theabore example,the usercan
selectthe pgyment (andtsfive lines)and, if it isunappraed- gpprove itandif it is appreed-
disappreeit.

NOTE: If theselected pamerts areapproved, onlythe[Disapprove] button should besdeaed. If
theseletedpaymerts are unaproved,thenthe [Approve] button shauld be seleted.

Anotheradvarntage is that multiple payment doemerts canbe séectedand appreed or unappreed
en nmesse.Example:theuser hagenteredcetain paametersin theUndisbursed RamentQuery and
Selecs the[Seaarch] button. The result igen pgment documeits. To approe allten pyment

documets, theuser sinply seleds all ten pament recordsandSelecs the[Approve] button. If the
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paymentdocuments are ajproved alreag, the user can disgpove them byseleding all thelines
andSelecing the[Disapprove] button.

4.1.3

What should | look for on the Undisbursed Payment Quey Detail?

T

Schealule Date - Displays the date that Pegasys will needto sdect the paymentline to go
through the dishursements process Keep in mind that Pegas/s hasbeenset up to select
payments two days ahead of the indicated Schedule Date so that the payment will be
disbusedtwo days early.

Approved (drop-down bax) - Indicaeswhether the disbursement hasbeenapproved and is
readyto be pickedup by the disbhurseaments processonthe indicated schdule date. Region 6
payments will be agorovedfor disbursement by default sothis drop-down boxwill dispay
0resd unless a user has Selecedthe [Disapprove] button on the UndisbusedPayment
Query pace. PaymertsfromRegion 7thatare over a @rtain ddlar amountmay not default to
approved.

Disbursement in Progress (drop-down box) - If thisdrop-down boxdisplays 6y esothat
indicaestha a payment line hasbeen sdectedand isin the processof being disbursed. Once
a paymentlineisin the process of being dishursed, no changescan be made. Because the
disbursing processrunsat night, auserwill normally never see this drop- down box display
ores.0

Reschediling I nfor mation (section)

T

4.1.4

New Schedule Date - The new date on which Finance @n reschedule the payment line to be
selected by the disbursements process. This field alows Finarce to reschedue a
payment line so that Pegasys will disburseit at andher date, if necessary.

Early Payment Approval (drop-down box) - If auser enters anew schedue date that is
more than eight days before the prompt pay determined schedule dae, it is necessary to use
the drop down meru to sslect Yes. Thisindicates the payment line is approved for early
disbursement.

Interest Reasm Code - A code that identifies the reason why the paymert line will incur
an interest pendty. This is a required field if the paymert line is being rescheculed for a
later date and will incur interest. Selectthis link and seach for and select an appropriate
Intered Reason code.

Discowunt Lost Reasam Code - A code that identifies the reason why an avail able discunt
waslost. Thisisarequired field if the paymert lineis beng reschedued for alater date and
will loseits discount. Selectthis link and search for and select an appropriate Discount Lost
Reason code.

How Can | Hold a Payment So That it Does Not Get Disbursed?

It ispossibleto hold apaymentfrom being disbursed orthe UndislbirsedPaymentQuery.

1. SelectQueries- Automated Dshursemeits - Undisbursed PanentQueryfromthe Rgasys
menu far. The UndsbursedPaymentQueryis displayed
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2. EntertheSchedue Date, Disbursing Officeand Document Typein the carespondig fields.
Uses canalso ®arch byVendor or Approved Status(Yes/No) or anyof the dher available
search dtera.

NOTE: TheSchedue Date is the dite Pegasysvill beginthe disbusemet processin orderto
getthepaymentto Treasiry in time.

3. Selectthe[Search] button. All of thepaymertsthat machthe prameterserteredabove will be
displayed atthe bottom of the page.

4. Selecttheapprgriate paymentdoaumert.
5. Selectthe[H old] button.

6. If necesary, enter theHeld/ReleaseReason Then Selectthe[OK] button. System mesages
indicate thatthe Undisbursed Renent Hold wassuccesful.

NOTE: Whenthe dislursementof this payment isto resune, repet stepsl - 3 andselectthe
Releasebutton. Then, proceedo step6.

7. Selectthelnbox hyperlinkintheLink Strip to return to yourinbox.

415 How Can | Hold all Payments to a Specific Vendor?

If it becmesnecesary to presentanypaymertsto aspedfic vendorfrom beng disbursd, this can
be acomplished blteringtheve n d oecdd $nthe Venar Maintenancelable.

1. SelectTransactions- Reference ata - Vendor - New - Vendor Document fromthe Pgasys
menu lar. TheNew Vendor Document page idisplayel.

Figure 13: New Vendor Document

Pegasys / Transactions / Reference Data / Vendor ' New ' New Vendor Document [.]

NEW VENDOR DOCUMENT
New Vendor Document
> Document Type @
Security Org k¢
* Document Number Generate

Doc Title

> Vendor Code 5
Vendor Name

Type Of Action @ Create New Correct Existing
Copy (@ None Document Vendor
File No file chosen
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2. Entertheapprriate Document Type andSelectthe[Generate] buttonto gererate a doament
numbe automatically Once the document number is generatedj@Gesmerate] button will be
disabled, prohibiting multipleelection agmptsso that sequence numbers are not skipped.

3. Entertheve n d @wodérstheVendor Codefield andthensdectthe Correct Existing rado
button. Selectthe[Finish] button. TheHeader page idisplayed.

— General
Document Type
Status
Document Number
Title

>k Code

>k Name
Alias

Transfer Treasury Symbols

VEND Vendor Document
NEW
VEND2021012000000

550777776 ¢ Default

Figure 14: Vendor Header page

Approval Routing

Generate

Document Date
Batch Number
Security Org

Effective
From

Parent Vendor

Name

Expand All Collapse All

GSA

Miscellaneous TIN
TINType |SSN

TIN | 223-39-6619 TIN Verification Information

VndCat |7 w Action | Not Required

Vnd Cls i

4. Selectthe Address Linestab. Selectthe[ Add/Change]button.

5. Enterthe Address Codethat shouldbe modfied.If necesalry, selectthe Address Code
hyperlink to seach for and selecthe apprqriate addressoce.

6. Selecttheappraqriate Line Action from thedrop-down box.
7. Selectthe[Next] button.
8. Scrdl down to the PaymentInformation se¢ion. Checkthe Hold Payment checkbox.

A reasorfor hading the payment must bergered in Reasonfor Hold box or anerror messge
will appearafter verification.

9. Sdectthe[Verify] buttonand carect anyerrors.

NOTE: Forms in Held and Rejected status can be routed for review prior to submission. When
initiating a review, the form can be routed to one or more reviewers in the Review Form Modal
Window. Reviewers theoan enter comments and/or suggest changes to the form. Users can
accept/reject individual commentsreplyto document a resolution. The Review Form

Workflow & Commenting QRGHttps://corporateapps.gsa.gov/applications/financial

apps/pegasygprovides more details.

10.Oncetheform is succesdully verified, selectthe [Submit] button to submit the form to
Workflow for processng. To set a Workflow Priority of Urgent when sulitimg a form for
approval, select Submit then Urgent.

NOTE: When dislursenentsto this specific vendoraddresscodeare to resume, simply repeat
thesestepsanduncheck theHold Payment flag.
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11.Thelnboxis displayed. §stem mesagesindicate theform wassubmitted for processig
succesfully.

4.1.6 What if a Vendor Code is Deactivated and it may have been used on an Undisbursed
Payment?

Once apayment iscreded and isitting onthe Undisbursed PanentQuery, Pegasys will not
perform an edito make surethatthe vendoris still valid. Therefore, anytime avendorcodeis
deativated,it is neessaryto ched the UndislirsedPaymentQueryfor paymerts using that code.
Then, usersshoud unapproe thepayment, cancekthe pyment documer, andcorrect the invoice
by entering avalid vendor.

1. SelectQueries- Automated Dshursemets - Undisbursed PanentQueryfromthe Pgasys
menubar. TheUndisbursed RanentQueryis displayed.

Figure 15: Undisbursed Payment Query

Undisbursed Payment Query

Search Criteria

Schedule Date

System-
Calculated
Schedule Date

Disbursing Office
Disbursing Model

Schedule
Category

Schedule Type
Security Org
Currency

Post Code

Last Modified By

Vendor
Code

Payee Name

Document
Doc Type

Document
Number

Approved
Held
Rescheduled

Disbursement in
Progress

Group Payments
Manual Check

Revaluation
Required

Bank Account
Changed

2. Enterthevendorcodeand thevendoraddesscode inthe Codefields.

NOTE: If thefull value isunknown, enter a @rtial value andhe* wildcard symbol before or
after thevalue erered. Thesearchresults will be displged atthe ottom of the age.

3. Selectthe[Search] button. Thequeryresults will be displayed atthebottom of the age.

4. Highlight eachsepaste line orSelectthecheckbox to theleft of the headr fieldsto selet all
linesatonce.

5. Selectthe[Disapprove] button sothatthe pgment(s) canrot bedisbused.

NOTE: Take noteof thedocument mmbersassocatedwith thepaymertsthathave been
unappreed. Theywill needto be canceled sahat the invoice can beorreded. Folow Seps8-
11 belowto cancel a pgment docmert.
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6. SelectTransactions- Accounts Paable - Cancelfrom the Regasys menu ba. The Cancel
page igisplayed.

Figure 16: Cancel page

Cancel

Search Criteria
Subsystem Accounts Payable % Document Status
Document Type hod w Processed Rejected
Document Number | E00048161 Canceled Archived
Amendment / Modification Scheduled Pending Approval

Number
Held

Temporary Amendment
Number
Document Category v User ID 7
Accounting Period 7 |To o Security Org 1
Document Date o [To (] Title

Contracting Officer Login ID g

Vendor
Code e w TIN (SSN/EIN)
UEL EFT Indicator
DUNS Customer Account hd

AAC/DODAAC w

7. EntertheDocument Type andthe Document Number. ThenSelectthe[Search] button.

NOTE: If thefull value isunknown, enter a g@rtial value anl the* wildcard ymbol before or
after thevalue enered. Thesearchresults will be displged atthe lottom of the mge. Thequery
resuts will populate the battom portion of the page.

Highlight theapprqriate documeit record andSelectthe [Cancel] button.

9. Thepaymentdocument is displayed. Review the document anconfirm thatthe inadivated
vendorcodewasused intheVendor group bo.

10. Selectthe [Submit] button to cancelthe payment documen System mesagesindicae theform
wassubmittedfor procesing succesfully.

11.1t isnow possibleto correctthe invoice.Oncetheinvoice isprocessedvith thecorrectvendor
information, Regag/s will create anewpaymentvia the Automated Match proces. The payment
will be available for review onthe UndisbursedPaymentQuery.

4.2 Reviewing the Schedule Query

Once & the pyment documents have beerseleted bythe rnightly cycle, the Pegas/s disbursemas
processredesa schedulefile that is sentto Treasury for disbursemat. At this gage, theschedule
will be digplayed onthe Stedue Querywith a Scledule Adion of No Action, meamg it hasnot
beenupdaedwith confirmation or rejection information from Treasuy.
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421 How do | View the Schedule Query?

1. Sdect Queries- Automated Disbursements - Schedule Query from the Pegasg/s menu lar.
The Schedule Query isdisplayed.

Figure 17: Schedule Query

Schedule Query

Search Criteria

FY > Disbursing Office A
Schedule Category v Schedule Action
Schedule Type v Disbursement w
. . Cancellation Reason
Disbursing Model v
Confirmed/Rejected Date m]

Schedule Number
Pre-printed Number
Agency Location Code ¥
Submission Date !
Manual Schedule v

Posted by Treasury/FRB v

2. Enter the Fis@A Yea and Dishursing Office Select aSchedule Action of No Action and enter the
Schedule Number if it is known.

NOTE: The Schedule Action represerts the status of the schedule:
3. Confirm - Treasuryhasconfirmedthe schedile and the payment haseen sentto the vendor.

4. No Action - Theinformation hasbeensent to Treasury but no confirmation has beenecaved. If
you wereto look at the paymentdoaument, you would noticethat the moneyisin transit.

5. Regected - Treasury hasrgected the shedule and hes sentit back to GSA without dsbursing.

6. In Progress- Not dl of the Detail Lines in the Schedule have beerconfirmed/rejeded. A
Schedule with In Progressasthe Schedile Action will not be pickedup by Treasuy
Recortiliation.

7. Complete- All of the RaymentLineswithin the Schedule hee eitherbeen canfirmedor
rejected. This Schedulewill be picked up byreasury Reconciligion, but someof the
Paymerts within the Schede mayhave been rgected andwill not be pickedurtil theyare
confirmed.

8. Selectthe[Search] button. Thequeryresults will be displayed atthe bottom of the page.

9. Selecttheschedlerecord to review andSelectthe [Details] button. The Schedule Query
Detail page isdisplayed.
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Figure 18: Schedule Query Detail page

10. Selectthe Detail stabto review addtional information regarding this schelule.
11. Selectthelnbox hyperlinkin theLink Strip to return to your inbox.

4.2.2 What does the Schedule Query Detail page Display?

Figure 19 page displays sunmaryschedulenformaionfor eachschedle.

Figure 19: Schedule Query DetailOutput File and Confirmed Information Sections

1 Schedile Action (drop-down box)

o Confirm - Treasury hasconfirmed the schedile andthe payment hasbeen sentto
thevencbr.

0 No Action- The information has been sent to Treasury but no confirmation has
been received.
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